
How to export your local calendar or local contacts 

to a csv file 
 

Action Screen Shot or Screen Name, if applicable 

1. Click on “File” and 

then “Open” and 

click on “Import”  

 



Action Screen Shot or Screen Name, if applicable 

2. Select “Export to 

file” and then click 

on “Next” 

 



Action Screen Shot or Screen Name, if applicable 

3. Select on “Comma 

Separated Values 

(Windows)” and 

then click on “Next” 

 

 



Action Screen Shot or Screen Name, if applicable 

4. Click on “Calendar” 

or “Contacts” 

depending on which 

one you want to 

export and then click 

on “Next”  

 



Action Screen Shot or Screen Name, if applicable 
5. Browse to a location 

of your choice and 
then click on “Next”  

 



Action Screen Shot or Screen Name, if applicable 
6. Click on “Finish”  

 
 


